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1.0 Overview

The purpose of this document is to provide an overview of the Developmental Education Board
Administrator’s capabilities within the MyVector application. This user guide is intended for those
individuals who have been granted the Developmental Education Board Administrator role within the
MyVector application. To request Developmental Education Board Administrator access, please contact
AF/A1DI or submit a Help Desk ticket request through the Help function within MyVector.

NOTE: If you have feedback on the existing functionality, please contact Capt Thomas McNitt at
HAF/A1DI or submit a Help Desk ticket within MyVector.

2.0 Accessing Developmental Education Boards

Once you are granted the Developmental Education Administrator Role, you will be able to
access the DE Board management function via the main menu and selecting the DE Boards option.
The application will allow you to manage DE Boards, Advanced Academic Degrees, Advanced Studies
Group, PME Courses, and AFPROMS data (See Figure 2.0.1).

MyVECTOR DASHBOARD  LATEST NEWS  MENTORING  RESOURCES @ HELP | MELANIEIRVIN ~

& MY PROFILE

Welcome MELANIE IRVIN

Dashboard

@ DT BOARDS
@ HELP

Latest News © CPT MANAGEMENT

Mentoring Connection: ACtIVIty Feed

The activity feed is essential 1.k

€DIng vou up-to-date with items vou Tact Maccana PPN

MgVECTC]R DASHBOARD  LATEST NEWS  MENTORING  RESOURCES @ HELP & MELANIE IRVIN +

Manage DE Boards

Manage DE Boards

In this area you are able to review historical boards, review and manage current boards, and create new boards,

Create DE Board

Figure 2.0.1 — Accessing DE Boards

MyVector User Guide — Development Education Administrator User Role

Page4



3.0 Developmental Education Board Management

The selection of DE Boards from the Main Menu will guide you to the page shown in Figure
3.0.1. Here you can manage DE Course Lookup Tables and DE Boards. To create a DE Board, select the
Create DE Board option button (Figure 3.0.1)

MyVvECTOR DASHBOARD  LATEST NEWS  MENTORING  RESOURCES @ HELP & MELANIE IRVIN =

Manage DE Boards

Manage DE Boards

Board ID @ Year~ @ DEEBoard Type @ PMEType @ Description @
= FODEDEODIE 2021 Officer - Air Mational Guard SDE 'm adding a description
= FODEFODE17 2018 Officer - Active Duty IDE IDE Central Selection Board 2017
= FODETESTCC 2018 Officer - Active Duty IDE Test Comp Cat imporn
= FODEZEUTID 2018 Officer - Active Duty IDE Leave Label as is.
= FODEeah123 2017 Officer - Active Duty IDE test
= FODESDE17B 2017 Officer - Active Duty SDE SDE Board for Line Air Force Test 2
= FODEZO16AB 2016 Officer - Active Duty IDE Testing

Figure 3.0.1 — Creating a DE Board

Once you have selected the Create DE Board option you will be guided to the Create DE Board
interface (Figure 3.0.2). Your first step will be to enter board information specifics. The Board ID is a 6-
digit alpha-numeric unique identifier. The Description is a text field providing an overview of the intent
of the board. The Board Type covers the component that will meet the board, the PME Type is the level
of PME for which the board is selecting personnel for and the Year is the Year the board will meet.
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Create Board

Manage DE Boards / Create DT Board

Create Developmental Education Board

Board ID

FODE

Description

DE Board Type

Officer - Active Duty v
PME Type

IDE o
Year

2016

Figure 3.0.2 — Creating a DE Board — Board Characteristics

After the board is created, you will have the ability to manage the Board Dates/Percentages,
Messages, the ability to upload the Roster of people meeting the board and the ability to add a person
to the board.
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3.1. Managing Board Attributes

To edit the board dates/percentages for a specific board you will select the “Edit Dates &
Percentages” option for the board selected (See Figure 3.1.1). Each of these dates is important with
respect to the workflow of the board and the actions that will occur. Each of the dates must be in
chronological order beginning with the initial eligible population date which typically will be the date
that the initial roster will be updated in to the MyVector application.

e The Notification Date to Members will trigger an email to all personnel eligible to meet
the board notifying them of their upcoming board.

e The Freeze date for Senior Rater of Individual for this specific board establishes the
relationship between the person meeting the board and the Senior Rater for this
specific board and will not be changed via a PCS of the individual or Senior Rater for this
board unless manually edited by the DE Board Administrator.

e The Notification Date to Senior Raters will trigger an email to all individuals identified as
Senior Raters of individuals meeting this specific board.

e The Freeze date for Members PME Preferences and Intent will be the date the member
will no longer be able to modify their Development Plan until the board is completed.

e The Suspense Date for Senior Rater Nomination Recommendations is the date the
Senior Raters are required to have their nominations and recommendations complete
for their individuals meeting the board.

e The Date for Final Nomination scrub for records is an internal DE Board Administrator
date to assure that all records nominated are ready to be pushed to eBOSS

e The Date for eBOSS pull of MyVector data is the date that eBOSS will be able to pull the
board information and all pertinent information relating to the individuals meeting the
board.

e The Central Board Start Date is the date the board is expected to begin.

e The Date for Board Results to come back to MyVector is the date that MyVector will be
able to pull the results of the board from eBOSS back to MyVector

e The Public Release Date is the date that will trigger emails to all Senior Raters and
Individuals that the results of the board are available and they will be able to view in
MyVector.

MyVector User Guide — Development Education Administrator User Role
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Manage DE[™

Manage DE Bosrds

8 O€ Soarcs

In this area you 3

Create DE Boarr

= FODETESTCC

FODEZEUTIO
B FODEesn123
= FODESDEY TR

= FODEZ016A8

= FODEDE1857
B FODETESTO
FODE2ZZIX
FODEB216ME
FODEFOGT?
FODECksrae
B FODEcrsrat
= FODEMISTIE
| ] FODEI234%6
Q FODEMISTY2

Manage DE Board FODEDEO1IE

Manage DE Boards / Manage DE Board FODEDEOTE

Officer - Air National Guard, SDE, 2021

Important Dates

® x Initial Eligible Poputation Date

¥ Poputation & Senior Raters B Documerss

SI42016 ¥ x Notification Date to Members

232016 ¥ x Freeze date for Senlor Rater of Individual for this specific board

¥ x Notification Date to Senlor Raters

B x Freeredatefor PME and
B x Suspense Date for Senior Rater Nomination Recommendations
M x Date for Final Nomination scrub for records to meet board
¥ x Date for éBOSS pull of MyVector Data

¥ x Central Board Start Date

B x Date for Board Results to come back to MyVector

B x Public Release Date

Competitive Category Candidate Nomination Rates
0 % UneAirforce
23 w Medical Officer

34 % Judge Advocate General

Figure 3.1.1 — Managing Board Attributes — Edit Dates & Percentages
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3.2 Managing Board Population

As a DE Board Administrator you will have the ability to upload a roster of people meeting the
board by selecting the Upload Roster option. You will also have the ability to add a specific individual
from within the MyVector application as well as “remove” a person from meeting a board within the
application.

The first step will usually be to upload the external roster on the population tab (Figure 3.2.1).
The following are important criteria for this roster.

e This roster will come from an Excel Spreadsheet with the following required information
and format (column order is important): SSAN, DoDID, Status, Rank, Name, Number of
Looks and Competitive Category.

e The Match may be done by DoDID or SSAN.

e The SSAN may have hyphens in it, it may also miss leading zeros (i.e. 000012345 can be
12345 in sheet).

e Only .xIsx file format (2008+ Excel) is allowed.

Manage DE Boards

Maruge DE Baards

Manage DE Board FODE123456

1 this area you are able to revi Officer - Active Duty, IDE, 2016

Status Rank Name Number of Looks __ Competive Category
Select Col CHRESTOPHER HOPKINS 44
Select Capt ERIC BASS aa
Canddate M MATTHEW ZAKRI 34
3 JERIMIAH COMPTON EXY
ZENETRA ENCISO 14
KENYATTA GUY 4 a
SAMUEUL ROUSSEALS 28
apt SONYA LAY 14
| BOMALD BROWN 34

a) PAULIOSHUA 14

L NN BN BN RURR ROOR RO BOON REIN REON ROON ROIN BAAN BNON BN |

Figure 3.2.1 — Managing Board Population — Uploading Roster of People
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The DE Board Administrator may have an additional “Add” to the Board. By selecting the “Add
Person” option, you will be able to add an individual to the board. You will start entering the name and

the system will populate the individuals meeting your criteria. You will select the individual from the list

that you would like to select and then click add (See Figure 3.2.2).

Developmental Education Board Management

DE Boards

Manage DE Course Lookup Tables

Click here to manage the list of courses available to the Individual user for the upcoming Board, Courses that are not
available you will want to make inactive, Active courses are available Year round for the user to UF}GSKE in their
dewvelopment plan.

Manage DE Boards

In this area you are able to review historical boards, review and manage current boards, and create new boards

Create DE Board

Board ID @ Year® @ DE Board Type @) PME Type (@ Description @
= FODEDEDNIE 202 Officer - Alr Mational Guand SDE '™ acking a description
= FODETEUTID i | . .
> View Developmental Education Board
R LOETT 0
O Boardy Wiewm D€ Board
B FODETESTCC x Board: EODEEODETT
= FODESDEY 7B Dueatription: IDE Central Selerton Baand 2017
Yoar: 397
- — et

Add Person to Developmental Education Board

Start typing a name

Cancel m

Figure 3.2.2 — Managing Board Population — Adding Individual Person
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As the DE Board Admin if you want to remove an individual from a board you can do so by:

1. Enter acheckmark in the remove from meeting board box.
2. Enter rationale (Note: Box will appear when remove from meeting board is checked).
3. Clicking Save.

As the DE Board Admin if you need to restore a removed member as a candidate you can do the
following (See Figure 3.2.3):

1. Remove the checkmark from the remove from meeting board box.
2. Click Save.

Manage DE Boards
Marage OF Boards
Manage DE Board FODEDEO1IE
B DF Boscds - " 2 e
Officer - Air National Guard, SDE, 2021
- N & L]
B fooe : 2018 & ABBOTY, STEVEN # JEVELOPMENTAL | 61X
B FODEesn 12 2017 ale le AGNEW. MONICA | ”: ‘: noN
B FODESDEITE 017 A4
o | Edit Person Meeting Board
= FODEDE18SY 2016 S
Manage DE Boards / Manage DE Board FODEDEO1IE / Edit Person Meeting Board
B FOET ESTON 6
= 06
= FODEDEOTIE: Capt ABBOTT, STEVEN P
= 016
Career Field: 62E - DEVELOPMENTAL ENGINEER
= 016
- 2016 Senior Rater: Maj/ GS-13 GARDUNO, EVAM o
- s Develop Team Management Group: 61X
= FODE123456 016
Number of Looks
Status
Select
Competitive Category
A - Line Air Force
Cancel

Figure 3.2.3 — Managing Board Population — Remove/Restore Person
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To change the Senior Rater of a person meeting a board you will want to select the person’s
highlighted name on the board roster and then the edit button on their Senior Rater (Figure 3.2.4).

Manage DE Boards

Marage DE Bosrds
Manage DE Board FODEDEOTIE
W Of Bosrcks - ﬂ
Manage [ § J Msmuge DE Board FODEDEOTIE
 this area you are o revy Officer - Air National Guard, SDE, 2021
Create DE Board & -]
® Year ® ng this Developmental Education board
xn L 5
= | roosoor7 2o _—> Edit Person Meeting Board
W || FODETESTCC me 5= Mar £ Boards ¢ Manage DE Board FODEDEGMIE / Edit Person Meeting Board
= FODEEUTID ang
S | e FODEDEO1IE: Capt ABBOTT, STEVEN P
e o 8 uc  spwsomeesn Career Fleld: 62€ - DEVELOPMENTAL ENGINEER
B FoDEzvIes 2016 Senlor Rater: Maj/ G5-13 GARDUNO. EVA
& ¢ e aupEanmT
B || FODEDENEST 2016 Develop Team Ma ent Group: 61X
= FODETESTON

B FODEBZIGME
= | Fopson Select Senior Rater

= FODEcksrac

Start typing a name.

B | FODEchsrat

= FODEHIST16

B | FODETZMSE

Figure 3.2.4 — Managing Board Population — Changing Member’s Senior Rater
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3.3 Managing Board Messages

As the DE Board Administrator you may need to view and / or send email notifications to the
Senior Raters or Individuals meeting the board. Choose the “View Board Messages” option to be able to
view all messages associated with the board (Figure 3.3.1). To create a new message, then please select
the create a new board message (Figure 3.3.2).

Developmental Education Board Management

DE Boards

Manage DE Course Lookup Tables
0 the Individual use
re available Year

list of course
make inactive. AC

re 10 manage

Manage DE Boards

In this area you are able to review historical boards, review and manage current boards, and create new boards.

Create DF Board

Board 10 ® Yeur® © DE Bourd Type D PMEType @ Oexcription

| > View Developmental Education Board

W FOOEZEUTIO
View € Bt

=
= F
Year: 2017
B FOOESDETB Woard Type: Omces Sie Dty

PME Type: 06
B FOOE20164B

W  FOOEDEISHT

B | rocerestor

4
Board Messages

DE Boaeds / View DE Board / Board Messages

@ View DE Board | @ Edit Dates W View Senior Raters @ Upload Roster © Create DE Board Message

FODEFODE17
Subject @ Body @ Sender @ Recplent @ Date” @
¢ Lt Col TUMANENG.,
@  HotDogs Noway Members 852016
JOSHUA
@  again 342141 Maj GARDUNO, EVA Senior Raters  6/14/2016
@  oncemore! 1237 Maj GARDUNO. EVA Senior Raters | 6/14/2016
B Ten I H ts thi ol Senior Rat 61412016
B Tetema lope everyone gets this! nior Raters 4
ot SUZANNE —
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nulla lorem et Lt Col TUMANENG.
B  Senior Rater Message Senior Raters 472002016
ullamcorper eu congue u JOSHUA

Figure 3.3.1 - Managing Board Messages — View Board Messages
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By selecting the “Create

DE Board Message” option you will be prompted to select the Message

Recipient (either Members meeting the board or Senior Raters) and will have a form to populate the

Subject and Body of the email m
from the MyVector application.

essage (See figure 3.3.2). Upon selecting Send, the message will be sent

Manage DE Boards

Marage DE Boands

Manage DE Board FODEDEO1IE

Msruge O Board FODEDED

Officer - Air National Guard, SDE, 2021

D || o= weviage
‘|- -
EEa
Figure 3.3.2 — Managing Board Messages — Creating Board Message
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3.4.1).

3.4 Managing Senior Raters

As the DE Board Admin you can view the list of Senior Raters for a particular board (See Figure

Manage DE Boards

Naariage DE Bosrcis

Manage DE Board FODEDEOTIE
B CF Boards = z —

s ! Maruge D Board FODEDEOTE

Officer - Air National Guard, SDE, 2021

Create DE Board o Popila B B il

= FODEFODENT 2018

| -] FODETESTCC e

210 & Year®

o FORCIEDE D 1B an

Management Comg,

Grade (@ Hames 5 Career Field & Group S ) Locks @ Categery

g Sendkor L

Hcmsnan

Manage DE Board FODEDEOT1IE

1 oards M ANaEE DE Board FODEDED IE
Officer - Air National Guard, SDE, 2021
W Population I Baard Anributes

Here you can view a list of all Senior Rater.

nominate any number of their Candidates

Judge
Medical Advocate
Name Total Ling Alr Forge  Officer General Chaplain
Majf G5-13 GARDUND. EVA M o a ]
Cod KENT. CLARK S o a -]

& senice Raters B Documerts

s on this board. Setting Override Nomination Limit will allow that Senior Rater to

override
Momination
Lismit

ed &

FODET 2456 e Oficer - Active Duty DE Chs Teszing

Figure 3.4.1 — Managing Board Senior Raters - Board Senior Raters
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As a DE Board Administrator you will be able to view the Senior Rater roster and override a
Senior Rater’s Nomination limit (See Figure 3.4.2).

Manage DE Boards

Marage O Bosrds

Manage DE Board FODEDEOTIE

Mamage DE Beard FODEDEDT

Officer - Air National Guard, SDE, 2021

n this area you are able to revig

B | RODECOE? ol

Manage DE Board FODEDEOTIE &~ = 8 o

Marage DF Boded PODEDES|E

Officer - Air National Guard, SDE, 2021 L A-tine &

W Popar N A & Senior Rate o

sard. Setting Override Momination Limit will allow that Senlor Rater to s

esgr e
sedical Adocate
Ssme Total Ling Alr Force  Officer General haplain
st
DAIND), WA 1 \ [ [
L]
B RODE1Z456 2006 Oifficer - Acthve Duty ICE Chris Testing

Figure 3.4.2 — Managing Board Senior Raters — Override Nomination
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3.5 Managing Board Results

As the DE Administrator you will be able modify post board data on a selected individual before the
Public Release date (Figure 3.5.1):

- Not Nominated/Nominated
- Matched/Not Matched (Update)

Manage DE Boards

Manage DE Boaros

View Developmental Edocation Bowd Remsts

= Sl 7\View Developmental Education Board Results

n this ar

m

of tne FODEHIST12, Historical Board Test (Officer - Active Duty) ne following s a quick

3 you are abie 1o

Create DE Board
@ Rk G Nomes @ Comp. Canegory @ Sevice Raer 1D @ Serice Riter Name & OF D SChoo! Selecso 5
Board D P, Year® e A Forte 1257 GARDUNG TVA M Not Matchad
B FODEDENE 2021
B FODEFODEYY 2014

Edit Vectors For Maj DUCK, DOUGLAS M
& | FODETESTCC

DE 8odrd: FODEMIST12 Mistorical Board Test

1~ FODEZEUTIO
Nominated

Matched

B FODEesn123

B FODESDETTE

[ FODEZ06AS 208

i~ FODEDE1837 2018

= 2016 Officer - Activ

e 2016 Officer « Active Duty

1 < 2016 Officer . Active Duty 10¢ ASd Pecple to Me

= 2016 Officer - Active Dty IDE

o 0% Officer « Active Duty IDE

i 2016 Officer - Active Dty o€ Check senir raser
FODEMISTIE 2008 Officer . Active Ducy IDE Test Mistorical {No EBOSS Daca)
FODEI23456 2016 Officer - Active Oty IDE Chris Testing
FODEMISTI2 2012 Officer - Active Doy IDE Hiszorical Bosed Test

Figure 3.5.1 — Managing Board Results — Edit Vectors
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3.6 Managing Board Documents

As the DE Board Admin you will have the ability to manage Officer Personnel Brief. You will be
able to determine which information you would like to display and hide for individuals meeting a
particular board (See Figures 3.6.1 and 3.6.2).

Manage DE Boards

Marage DE Soaras

|_>Manage DE Board FODEDEOQ1IE

andge DE Board FODEC

— Officer - Air National Guard, SDE, 2021
B ROOTESTCC L " L E tnre £ Messag s Bace

Figure 3.6.1 — Managing Board Documents
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Manage Officer Personnel Brief FODEDEOQ1IE

Marage DE B / Mavege DF Board FODEDEINE / Merage Omfcer Persorne Srief ICOE0E0TE

Officer - Air National Guard, SDE, 2021

Meader Section Degree Hatery Section | e RN Miitary PME Section B~
1OU/508 Staces > B Degree Level [ Y Consrye Navrae B -
Specuiry > O Methes B
Grade Data Sectian o B ween o Y o B
Currens Grade B oue =
[ B 1ET Section | e BN
Date of Rark [+ N S8 Section | e B
MRS _— Acquisitions Section = -
Demagraphic Oata Section [ v Corp Suutes B
Service Daca Section | o I8 Source of Commemion = - Caceer Piekd Cert =
o o ) Comptetitive Category = -~ Lewel B
oo o Sex =-- Date B
Pty o I Date of Brth | e RN
P e Race [ Nuclear Expecience Section [ =0
0O Ressen - Erhnk Group =3 " [ e [N
wo o ) tapertence | o BN
RS, - Oecorations Section - B fectve Date [ B
Pamciionel Coiegery - Naeme: | e B Step Date =--
[T o Numiser [ e RN
Bty v o Date [ 8 Language Section = -
Securiy Clearance Complete Suce [ vor DLAS Score B
ADSC Data Section o B DLAS Date [
Caroer Fiold Exp Section B Code | e BN Set Aaseriment Language =
A" o Cxpiration Date B Seet Jaurrsment Proficsency | o Y
Core AP o Set Aavrrament Dace =)
pr— f— OPR Info Section | snee RN PP Language o I
Pe— Bl Oate | e BN TP Reas | -~ BN
W B Grode = PP Linsen. =
WK [ Date B e PLPP Speaic =g
FLPP Dt =y
Joint Dots Soction o Deplayment History Section [T =o
= = Type B - Oty History Section = -
130 Dace B Inchavive Dates = -~ Outy Sates B -
Organtzacsen o Nesmder of Doyy = - ective Dote | o O
P23, [ Location = - Projecied Duty Stetus =
To — A | e B Progecied tMective Date =
Start Date = -~
Assigament Detalls Section  [IJ ~o Rated Data Section - o s [
Becwd S [ Anro Racing | ee BN Duty Titke B v
oas [ Aero Raving B~ Lever =~
oS [ Totat Frying Howrs. B Unit B e
o0 [ RO BEa-- Type | o O
o B Awcran B Location =3 -
oencs o Date Last Pown [ State [
250 [ Prmary Howrt. [ o 8 Command =
o [ B vuey - B
e [ Comtat Moy B e
o Spse - B

Figure 3.6.2 — Managing Board Documents - Officer Personnel Brief
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4.0 Advanced Academic Degrees
As the DE Admin you will have the ability to add Advanced Academic Degrees (See Figure 4.0.1).
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Figure 4.0.1 - Advanced Academic Degrees — Adding New
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In addition to adding, the DE Admin will have the ability to edit and/or make a degree active (See Figure

4.0.2).
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Figure 4.0.2 - Advanced Academic Degrees — Edit and/or Make Active
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5.0 Advanced Studies Groups
As the DE Admin you will also have the ability to add Advanced Studies Groups (See Figure 5.0.1).
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Figure 5.0.1 — Advanced Studies Groups — Add New
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In addition to adding, the DE Admin will have the ability to edit and/or make an Advanced Studies Group

active (See Figure 5.0.2).
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Figure 5.0.2 — Advanced Studies Groups — Edit and/or Make Active
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6.0 PME Courses
As the DE Admin you will also have the ability to add Advanced Studies Groups (See Figure 6.0.1).

NOTE: Be sure to select career type before selecting to add new PME course.
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Figure 6.0.1 — PME Courses — Add New

MyVector User Guide — Development Education Administrator User Role

Page24



In addition to adding, the DE Admin will have the ability to edit and/or make a PME Course active (See
Figure 6.0.2).
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Figure 6.0.2 — PME Courses - Edit and/or Make Active
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7.0 AFPROMS Data
As the DE Admin you will have the ability to refresh the AFPROMS data in order to keep your
Senior Raters’ information up to date and current (See Figure 7.0.1)
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Figure 7.0.1 — AFPROMS Data - Refresh
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